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Office of Collection and Tissemination
OPLEATIORS DTAFP

MISEION

The Cperations Staff is responsible for providing etaff sssistince to
the Assistant Director/CD, as directed, in his accomplishment of the overall
mission of the Cffice.

PUNCTIONS

Within its field of responsibility, the Cperations & taff shall:

1. Assist the various components of CCD in the preparation of atatisti-
cal, procedural, workload and other simllar studies designed to improve per-
formance of 2CD functions.

2. Provide a Training Liaison Ufficer to coordinate OCT training ac-
tivities with the (ffice of Training and supervise treining sctivities of OCI
personnel.

3. Provide the “ecretary snd staff suppoert te the 7CD Career ervice
Board.

. Provide the OCD Records Management Jfficer for the CIA Kecords
Menagement “rogram, and superviee and cemtrel OCT contrihuticns to the CIA
Vitsl Materials Program.

S. Provide staff support to the CIA Classification Control Cfficer, as
directed. |

6. FRotate members of the {perations Staff to work assigmments through-
out OCL in order to provide ceorpetent assistance in emeorgency situations ss

required.
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7. Prepare the OCT monthly report, periodic revisions to the GUIDE to

0CD, end other special reports on JCI: activities as required.
8, Arrenge and conduct orientation tours of OCD by CTA and JAC personnel
and snsver general inquiries on OCD facilities and services. 25X1A6a

9., Tevelop building emergency plans for OCL personnel in_

and supervise fire and air reicd drills.

10, Perform other related fimetions as directed,
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